[image: image1.png]1Ll
Hamilton





        Occasional Outdoor and Ice Rental Form 
                       City of Hamilton, Recreation Facility Booking


          This application form is to be completed fully and failure to do so may disqualify the application.
	Applicant Information:  FORMCHECKBOX 
 Resident  FORMCHECKBOX 
  Non-resident    FORMCHECKBOX 
 Commercial

	Organization Name
	

	Contact Name
	
	Phone

	E-mail
	
	Address

	City
	
	Postal

	Rental Purpose

I.e.: birthday, picnic, ice rental
	
	Expected Attendance

Adults                  Youth 


	Facility Information  First and second choice

	Facility/Location Requesting
	Room/Space Required
	Date(s)
	Start/End time(s) Must include setup/take down time.

	1)
	
	
	

	2)
	
	
	


	Brief Description of Event: Please provide as much  detail as you can

	


	Insurance Options Please check the insurance option you will be using for your rental

	 FORMCHECKBOX 
 Option 1: Provide Own Insurance
	 FORMCHECKBOX 
 Option 2: Purchase Insurance

	 Valid certificate of General Liability must be submitted at time of signing permit. Certificates must include:
· City of Hamilton named as co-insured
· Name of person (group) as per permit holder
· Valid dates to cover rental period

· Minimum coverage amount of $2,000,000
· Signature of Authorized representative
	Patron or Organization will purchase insurance through the City of Hamilton. 
This additional fee is based upon your event details.


	Rental Activities : Check all boxes- (Yes  answer will require additional permits)
	Comments

	1. Will you be selling food?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	Public Health Special Event package:

	2. Will event include Fireworks?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	Insurance/License must be provided by third party operating

	3. Require road closures?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	Permit:

	4. Include serving or selling alcohol?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	Special Occasion Permit Number: 

	5. Involve gambling or games of chance?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	Special Occasion Permit Number:

	6. Have inflatables, bouncy castles, or dunk tanks?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	Insurance/License must be provided by third party operating


	Rental Processing Options Please check the process option you will be using for your rental

	 FORMCHECKBOX 
 Option 1: In person
	 FORMCHECKBOX 
 Option 2: By Email

	 Requirements:

                       Completed application Form

                       Insurance Option 
                       Full Payment
	Requirements:  Completed Application Form

                          Insurance option
                          Credit Card Payment


Please provide completed application to: City of Hamilton - Facility Booking

Location: City of Hamilton, Lister Block Building, 28 James St. N., 3rd Floor, Hamilton, ON L8R 2K1

Phone: 905-540-5590    Fax: 905-546-2338    Email: facbook@hamilton.ca
I acknowledge that the information provided is true and correct. I have reviewed the terms on the back of this form and understand I will need to provide payment, insurance and sign a permit with full terms and conditions before rental is reserved.
Signature of Applicant: 







     Date: 





All Bookings must be made 14 business days or more before the start date of the event.

All Bookings made within 14 days of the event date are deemed as final, non-refundable, and non-transferrable.

Payments
All Payments are due at time of booking, failure to provide payment will result in permit not being issued and no access granted to facility 
· In person- Cash, Debit or Credit Card Payment
· Over the phone- Credit card payments only 

      Cancellations or Changes
Cancellations are subject to the following terms:

· 2 weeks’ notice (14 days), in writing is required to cancel a previously issued permit.

· A full refund will be provided if appropriate notice is provided. 

· Refunds for cancellations received with lesser notice will not be issued. 
      Minimum Time
Rentals must be at least 1 hour or more in length. Ice rentals are by the hour only.

       Insurance/License
All City of Hamilton Rentals require Insurance 
· Option 1- Supply insurance through your own provider by providing a valid certificate of General Liability Insurance evidencing proof of Commercial Liability Insurance with minimum coverage of $2,000,000 per occurrence and endorsed to Include the City of Hamilton as additionally insured.
· Option 2- For a small fee, the City of Hamilton offers liability insurance to eligible events through its GAME DAY insurance program. 
·  Additional Third Party Insurance required- If you require this option (bouncy castles, carnival equipment, fire works)  The third party will be required to  provide a valid certificate of General Liability Insurance evidencing proof of Commercial Liability Insurance with minimum coverage of $5,000,000 per occurrence and endorsed to Include the City of Hamilton as additionally insured.
·  Additional Third Party License - A license is required for each "Place of Amusement" business participating in the event. It is up to the service provider (not the event organizer) to ensure they have an amusement license in place for an event.  Licenses are required for all raffles, bingos and break open ticket activities (games of chance). These licenses are only issued to eligible organizations that are registered as Charitable, Religious or Non-profit organizations. 
All events serving alcohol must obtain the proper liquor license by applying to the Alcohol and Gaming Commission of       Ontario  
      Setting Up/Taking Down/Cleaning Up

The renter is responsible for all set up, take down, and cleaning of spaces rented and must:

· Include set up and take down times within the rental times permitted

· Clean up any decorations, wrapping, garbage, or outside equipment brought into the space. Extra charges will be applied if not completed. 
      Termination of Agreement
· Permits are subject to termination from the City of Hamilton in unforeseen circumstances or facility closures. Refunds will be provided, however no further compensation for losses will be given.

· Permits are subject to termination from the City of Hamilton if the terms and conditions of the permit are not being met. Refunds will not be provided when terms and conditions are breached by the renting party.

Full Terms and Conditions will be provided with a rental permit

Date Received: _____________Staff Init._____ 


Permit #_____________________








The City of Hamilton’s Recreation Division is committed to ensuring the inclusion of individuals with disabilities. If you require accommodations, assistive devices, or this form in an accessible format, please contact accessiblerec@hamilton.ca








